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1.\ Burpose. To establish a performance management program within
the Command and to provide implementing instructions for civilian
performance management. The performance management program is a
two-level summary rating program as defined in references (a) and
(b) which became effective with the 1999 pepformance rating period.
Reference (c) 1s Bepartment of Defense smpltitving instraction for
establishing performance management within the military services.

2.0 Paliaey

a. Performance management is an essential element of Marine
Corps Logistics Bases’ policy to recogniize c¢ivilian employee stan-
dards of excellence and to provide a system of recognition for work
well done. To acknowledge employees’ accomplishments above normal
expectations of performance of duties, managers and supervisors
shall make every effort to use the mode of rewards found in refer-
ence (d).

b. Performance management will be designed to integrate man-
agement processes that:

(1) Involve employees in improving organizational effec-
tiveness and in assessing individual employee and team effective-
ness and performance;
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(2} Communicate and clarify mission, orgenizational goals and
objectives;

(3) Identify employee, team and managerial accountability for
the accomplishment of goals and objectives;

(4) Use appropriate measures to recognize and reward employees
and use the results of performance appraisal as a basis for appropri-
ate personnel actions using reference (d); and

(5) Encourage employees to take responsibility for continuous
improvement, support team endeavors, develop professionally and per-
form ati their full '‘potential. :

c. | The appraisal peried will be 1 Oestober through 30 September
of each year for all activities within the Headquarters, Marine Corps
Logistics Bases, MCLB Albany, Maintenance Center Albany and Blount
Island Command. MCLB Barstow and Maintenance Center Barstow will
follow two appraisal periods, which has been the past practice. The
minimum appraisal period is 90 days.

d. To document performance elements, reviews and ratings, use
NAVMC 11408 which is available in the Marine Corps electronic forms
program. Reter to reference (a) for examples of critical elements
and additional performance requirements.

3¢, Information

a. This order does not apply to nonapproriated fund employees,
employees occupying excepted service positions not expected to exceed
the minimum performance period established in a consecutive 12 month
period; employees under a temporary appointment for less than 1 year,
who agree to serve without a performance evaluation, and who will not
be considered for reappointment or for an increase in pay based in
whole or in part on performance; and individuals excluded from cover-
age under other applicable law.

b. Procedures regarding “unacceptable” performance do not apply
to temporary employees, re-employed annuitants, employees serving a
probationary or trial period, or employees who have not completed one
year of current continuous employment under other than a temporary
appointment limited to one year or less.

4. Responsibilities

a. Commanding Officers, Center Commanders/Directors, Directorate
and Department Directors, and Command staff officers and equivalents
will;
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(1) Ensure performance appraisals are completed on schedule
for each eligible employee for the rating period. Supervisors and
managers must be held accountable for getting the employee’s ap-
praisal completed within 30 days after the end of the appraisal pe-
riod. All appraisals will be completed or reviewed as required for
“unacceptable” performance within 60 days of the close of the Per—
formance period.

(2) Ensure supervisors, managers and team leaders are aware
of the importance of the reward system as a means of distinguishing
- employee’s excellent performance from “Acceptable” performance of
duty.

(3) Ensure employees whose performance is considered “unac-—
ceptable” are counseled by their supervisors as soon as the unaccept-
able performance presents itself.

(4) Encourage supervisors, managers, and team leaders to
nominate employees for awards who have shown an excellent standard of
work performed, in accordance with reference (d), as soon as possible
at the conclusion of the work performed. Awards are indicators used
in the promotion of employees and for hiring purposes and should be
awarded to employees as soon after the work is performed as practi-
cadl .

(5) Train those employees who have supervisory or managerial
responsibilities on performance management requirements.

(6) Use reference (a) guidelines in performing the responsi-
bilities of the performance management program.

b. Designation of Reviewing Official. Commanding Officers, Cen-
ter Commanders/Directors, Directorate and Department Directors, and
Command staff officers and equivalents are hereby designated as “Re-
viewing Officials? for cages of “lUnaceeptable” ratings in their re-
spective organizations.

c. Reviewing officials will review “unacceptable” performance
ratings to ensure standards have been applied equitably, ensure a
plan of improvements was provided by the supervisor to the employee
in a timely manner and ensure management made reasonable efforts to
assist the employee to improve performance to an “acceptable” level.
If upon subsequent review, the employee’s performance is still con-
sidered “unacceptable,” then action will be initiated to reduce in
grade, reassign or remove the employee following the procedures set
forth in reference (a).
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d. Supervisors, managers and team leaders will:

(1) Develop together with employees, as appropriate, a writ-
ten performance plan for each employee based on work assignments and
responsibilities and provide the employee the plan within 30 days of
the beginning of the appraisal period. Each Blan must include all
critical elements and related performance standards. Each plan must
have at least two critical elements addressing individual performance
and each element must be rated as “acceptable” or “unacceptable.”

An “unacceptable” rating in any one critical lelement waidl result in a
summary rating of “unacceptable.”

(2) Provide one critical element for employees that are as-
signed to teams for individual performance on the team but not a team
critical element.

(3) Provide subordinate employees that have supervisory or
managerial duties with one critical element for each respansibl ity

(4) Provide subordinate employees that have supervisory du-
ties with a critical element on Equal Employment Opportunity.

(5) Encourage employee participation and ensure each employee
is involved in the development of their pertormance plan.  Fipsl re-
sponsibility for ensuring establishment of performance plans rests
with the supervisor.

(6) Discuss training opportunities or rotational assignments
~for oh-the—jub krairting ot the ‘tine Lhe performance plan is written
and include it in the plan =0 the employee will know what is expected
to receive an “acceptable” rating.

(7) Discuss with those employees that normally meet or exceed
the “acceptable” level of performance, the many training opportuni-
ties available for developing as a leader. For all General Schedule
(GS) and Wage Grade (WG) equivalents, supervisors will discuss the
mentor program available in Civilian Leadership Development (CLD) at
reference (e) and document the discussion on the supervisor’s comment
section of the appraisal form. An Individual Leadership Development
Plan (ILDP) may be established if desired. The employee’s mentor
will be instrumental in the development of the ILDP. The supervisor
or manager may be included in the development of the ILDP if the em-—
ployee desires.



LOGBO: 12430 .1
12 Dec 00

(8) Conduct at least one documented progress review approxi-
mately six months after the beginning of the appraisal period. More
progress reviews are encouraged, and employees may request a progress
review at any time. Progress reviews should be informative and de-—
velopmental in nature and include discussions between the supervisor
and team leaders where applicable. Corrective actions should be dis-
cussed with the employee who does not meet “acceptable” performance
standards, and a written plan of improvement shall be established
with the employee.

(9) Solicit input for the progress review and: £finsl summary
rating from team leaders and other personnel, both civilian and mili-
tary, that have regular contact with the employee while conducting

official business. The supervisor will have final respens ity (for
preparing the rating of record for each |element and the assignment of
a summary level. Discussions with team leaders on individual em-

ployee performance are highly recommended. A team rating is not to
be given, but only an individual performance rating for work per-
formed as a team member. Both individual and team awards per refer-
ence (d) should be considered for highly effective performance.

(10) Provide a copy of the apprgved rating of record to each
employee within 30 days of the end of the rating period.

(11) Provide assistance to employees in improving their per-
formance at any time during the appraisal period if the performance
is determined to be “unacceptable” in one or more critical elements.
The supervisor will counsel the employee on improving performance and
set a written plan of action for improvement within a definitive time
period. The manager will ensure opportunities are provided by the
supervisor for the employee to improve performance.

(12) Recommend incentive awards for employees whose perform-
ance surpasses the normal standards of “acceptable” at any time dur-
ing the. reporting peried and not just at the conclusioen of the re-
porting period. Reference (d) shall be used aleng with ether perspn-
nel actions to reward excellent or superior performance. This is the
mest preferred methiod of distingnishing the contributions of civillian
employees as leaders in support of the Marine Corps mission, goals
and objectives.

e. Covered employees will:

(1) Participate in the development of their performance plan
and relevant individual training plans.
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(2) Participate in a progress review(s) and cooperate with
~the supervisor or team leader to establish an individual Blon for
correction of performance deficiency. It is| the responeibility of
the individual employee to meet performance standards for each @icniE
cal element established on the performance plan.

(3) Provide input on their performance accomplishments at the
end of the appraisal period and participate in the final appraisal
discussion with the supervisor.

(4) Develep on a wvoiluntary basis as part of civilias leader—
ship development an individual leadership development plan in accor-
dance with reference (e). The mentor, supervisor or manager may as-
sist the employee with the ILDP if the employee desires to partici-
pate in| CLD.

f. Civilian Human Resources Offices will be available to:

(1) Advise managers, supervisors, team leaders, and covered
employees on program requirements and related performance management
rsaues |

(2) Forward the results of final close-out ratings and rat-
ings of record to the servicing Civilian Personnel/Human Resources
Service Center for data input to the Defense Civilian Personnel Data
System.

5. Action. Centers; Departments; Division Directors; Special Staff
Officers; Commanders/Officers-in-Charge and equivalents will ensure
that all subordinate managers and supervisors miitary amd civilian)
are thoroughly familiar with the contents of this order and that the
order is made available to the employees upon request.

6. Beplicabiiliiby . This Order Spplics te A1 appropriated fund em-
ployees of Marine Corps Logistics Bases including MCLB Albany; MCLB
Barstow; Blount Island Command, Jacksonville; Maintenance Center
Albany and Maintenance Center Barstow; and Command staff offices/

directorates/departments.
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